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The Right Words for Any Occasion  by Erika Swanson Geiss  

is the handy reference guide for when you need to know what  
to say, when to say it and how. Compact and perfect for the home,  
office or travel, with sample letters, useful words and phrases,  
and �´�'�R�·�V���D�Q�G���'�R�Q�·�W�V�µ���W�L�S�V, The Right Words for Any Occasion  
navigates readers through the dying art of  letter writing.  
 
Whether corresponding on paper or electronically, readers will never  
again be at a loss for words, unable to handle difficult situations or  
unsure of  how or what to write for nearly every personal, social or   
professional situation in daily life.  
 
Topics covered include:  
 
�x�� The mechanics of  letter writing and materials  
�x�� Invitations 
�x�� Thank you notes 
�x�� Sympathy letters 
�x�� Business issues at work and at home  
�x�� Letter writing for kids 
�x�� Academic letters and special topics of  interest for parents 
�x�� Toasts and congratulations 
�x�� Hate mail  
�x�� �/�R�Y�H���O�H�W�W�H�U�V���D�Q�G���´�'�H�D�U���-�R�K�Q�µ���O�H�W�W�H�U�V 
�x�� E-mail and other electronic forms of  writing 
�x�� The protocol for contacting public officials and heads of  state 
�x�� Corresponding with the media  


